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 Department for Medicaid Services (DMS) and Medicaid Policy enforces the rules and 
regulations that were designed by legislation. 

 The Local DCBS office enrolls members according to the rules and regulations. 

 HP Enterprise Services, the KYMMIS contractor, can only process claims according to the 
rules and regulations that Medicaid has designed. 

 HP Enterprise Services holds the prior authorization contract.  Carewise, formerly known as 
SHPS, who is the subcontractor for HP Enterprise Services, can only issue prior 
authorizations according to the rules and regulations that Medicaid has designed. 

 

Department for Medicaid Services 

Local DCBS office  

Carewise –formerly 

known as SHPS 

HP Enterprise Services 

Medicaid Policy/Enrollment 
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Relations 
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 www.kymmis.com 

Forms 

Billing 
Instructions 
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 www.kymmis.com 

• Cash Refund Form 
• Adjustment and Claim Credit Request 

Form 
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Cash 
Refund 
Form 

 www.kymmis.com 

Adjustment 
and Claim 

Credit 
Request 

Form 
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Used to change or void a  
PAID claim.  
 
 Claim Adjustment  -

change claim 
 
 Claim Credit - void 

claim 
 
Adjustments / Voids via 
KYHealth Net are the 
equivalent to this form. 
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Use when refunding 
money to Kentucky 
Medicaid. 
 
Make checks payable 
to the Kentucky State 
Treasurer. 
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www.kymmis.com 

Billing 
Instructions 

10 



 

11 



  

12 



 

  

 

• As of April 1, 2014, all CMS 1500 paper claim forms must be 
submitted on 02/12 version per CMS. 

 

• All CMS 1500 08/05 version forms submitted to Kentucky Medicaid 
will be returned to the provider. 
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• Medicaid Member ID# changed from field 9A to field 1A. 

• Members private commercial insurance information changed 
from field 11 to 9-9d. 
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• Field 21, Diagnosis Code field changed the label from numeric to 
alpha and the period (.) was removed from the field. (____.__) 

 
• There is a ICD indicator in the top right corner of the Diagnosis 

Code field box to indicate if the code is ICD 9 or ICD 10 CM.  
Acceptable codes are:  9 for ICD 9; or 0 for ICD 10  
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• Field 24E – Diagnosis Code Indicator (pointer) will no longer be 

numeric.  It will be alpha A – L. 

• Field 30 – amount due is now obsolete.  
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KYHealth Net is a web-based system designed to allow 
Medicaid Providers instant access to: 

 

• Pertinent member information; 

• PA request/inquiry; 

• Claim submission/inquiry/voids/adjustments, and; 

• RA viewer 

 

Please keep in mind the information contained on the KYHealth Net 
system is highly confidential and access should be strictly limited to 
those with valid reasons. 
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To obtain access to KYHealth Net: 

• Complete a PIN Release form.  The form and detailed instructions 
can be found at www.kymmis.com website.   

a Click on Electronic Claims, then  

a Frequently Asked Questions 

a Scroll down to bottom of page, last paragraph, PIN release form is a 
 hyperlink.  Click to open the form. 

• Fax or Email the completed PIN Release Form with a copy of your 
drivers license to:  Attention = EDI Help Desk.  

 Fax:  502-209-3242  

 Email:  ky_edi_helpdesk@hp.com 

 

For questions about the PIN Release Form contact EDI Help Desk:  
Phone (800) 205-4696. 
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http://www.kymmis.com/


 
 
 

PIN # is assigned 
by helpdesk 

Email address 

Provider # 

Phone # 
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The first person to request access to KYHealth Net for their provider 
becomes the Administrator of the providers account. 

 

A Provider Administrator has control of the provider’s account, and 
can grant others access to specific areas of KYHealth Net. 

 

Only one Provider Administrator account can exist for each Kentucky 
Medicaid provider number.  

 

If the Provider Administrator needs changed, please contact the EDI 
HELPDESK at (800) 205-4696. 
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KYHealth Net is compatible with Windows 7, Internet Explorer 8, and 
Adobe 9.   

If your computer utilizes Internet Explorer 9 or 10 please check these 
options and make updates. 

 

To determine what Windows version you are using:  

• Go to your Internet Explorer  

• Click on Help (to see what version of IE your computer has) 

• Click on About Internet Explorer  
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Click on Tools, then 

Compatibility view settings 

  

Add the www.kymmis.com 
website 
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If you are using Windows 8 and Internet Explorer 10: 

 

Windows 8 and Internet Explorer 10 come loaded with scripting 
turned off.    

 

This needs to be set to allow scripting on at the user’s end.   

 

You may need your facilities technical support to assist in this update. 
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The KYHealth Net User Manual is available for downloading and is 
designed with step-by-step instructions and screen shots to assist 
you in navigating through the system. 

 

To download KYHealth Net User Manual go to www.kymmis.com 

a Click on Provider Relations  

a Click on KYHealth Net User Manual 

a Click on Professional User Manual to download 
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 KYHealth Net website address is:  https://home.kymmis.com  

 

Your password must be reset every 30 days.  An email reminder will be 
sent to the email address registered with KYHealth Net. 
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Account 
Management 

KYHealth Net 

Sign Out 

Messages 

Warnings 
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Clicking on Account Management will open a separate window allowing 
you to edit your account information.  Only Provider Administrators will 
have options to View Agent Roles and Add Agents. 
 

Close 
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 Once you have tried entering your password 3 times, you will become 
locked out of KYHealth Net.   
If you forget to change your password, as required in 30 days, you will 
become locked out of KYHealth Net. 

You can reset your password from the sign in page by clicking on Reset 
Your Password. 
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To reset your password, you must have your Security Question & Answer 
completed in Account Management under My Information Tab.   
Your security answer is case sensitive. 
 

 

Once you have tried entering your Security Answer 3 times, you will 
become locked out.   
To have your password reset, you must contact the EDI Help Desk: 
Phone (800) 205-4696. 
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Submit a Prior Authorization request as soon as IEP is received.   

Prior Authorizations requested after services have been delivered 
could result in non-payment. 

 

 

Prior Authorizations are for current school year only.   

KYHealth Net Prior Authorization school year runs August through 
July. 
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Click on  
School 
Based  
Services 
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Clicking on 
Cancel will 
Take you back 
To the Home 
Screen. 
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Request New Prior Authorization 
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Once you 
have clicked 
Submit,  
the Member 
Name and 
Authorization# 
will populate. 

Click New to 
Begin entering 
Another PA. 
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Always logout when  
finished 
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When 
putting your 
cursor over a 
subject, a 
drop down 
box appears 
with 
additional 
topics within 
that subject 
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Select 
“Eligibility 

Verification” 
Under 

Member 

1. Select Lookup Type:  In the drop down box, select how you would like to 
look up the member - Member ID# or SSN#  

2. Service Type:  Health Plan Coverage is Automatically selected 
3. Member ID:  Enter member ID# or SSN# 
4. From and To Date of Service:  Enter the dates you are checking eligibility 
5. Click on Search 

Enter the From Date of Service and 
To Date of Service you would like to 
check Eligibility for. 

1 2 

3 
4 

5 
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  • Words in blue and underlined are 
Hyperlinks.   

• Clicking on a Hyperlink will open 
more details of that subject. 

 

• Eligibility 5 Year History  

• Benefit Plan 
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 Eligibility 
5 Year 
History 

 

Details of 
Members 
Eligibility 
History: 
Program 
and 
Eligibility 
Dates 
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 Benefit 
Plan 

Types of 
Services 
covered 



 

Claim Inquiry  

• Place cursor over Claims in the Menu.  

• Choose “Claims Inquiry” from the drop-down.  
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Search by:   

1. Member ID# and dates of service or, 

2. ICN# only - Remove dates of service 

3. Claim status 
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The ICN# is a 
hyperlink. 
 
Click on the 
ICN# to view 
claim details, 
adjust or void 
 



 

Submitting Professional Claim  

• Place cursor over Claims in the Menu.  

• Choose “Claims Submission (Professional)” from the drop-down.  
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1 

2 

3 

4 5 
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6 

System auto populates 



 

Enter the 
Diagnosis 
Code and 
Click Save 
Code 

Click Next 
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Place of Service Code for 
School Based Health 
Services provided by local 
school districts is 99 
“Other”.   

Enter the Employee ID 
number in the School ID# 
field AND the Employee 
ID# field. 

Number of Children = 
Enter the number of 
students when billing for 
a group service.  Valid 
entry is 1 - 6  
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RA Viewer  

• Click RA Viewer on the menu. 

• Click Search.  
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In the 
Run Date 
column, 
Click the 
date 
 

RA Viewer holds six months of Remittance Advice statements 
displaying the most current at the top of the screen. Each RA can be 
viewed or downloaded. 
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DEPARTMENT PHONE NUMBER EMAIL OR WEB ADDRESS ROLES 

  

  

  

HP Provider Billing Inquiry 1-800-807-1232 Ky_provider_inquiry@hp.com Claim status and billing 

questions 

(Providers Only) 

EDI Helpdesk 1-800-205-4696 Ky_edi_helpdesk@hp.com Electronic billing, Electronic 

RA’s, PIN request and 

password resets  

Carewise 1-800-292-2392   Prior Authorization, Waiver 

Eligibility 

Department for Medicaid 

Services 

Member Services 

1-800-635-2570 Ms.services@ky.gov Questions or updates to a 

members file  

Department for Medicaid 

Services 

Provider Enrollment 

1-877-838-5085 Program.integrity@ky.gov Questions or updates to the 

provider file or enrolling as a 

new provider 

DCBS Contact Center 1-855-306-8959 https://prd.chfs.ky.gov/office

_phone/index.aspx 

Member eligibility, patient 

liability (MAP 552), hospice 

election and termination 

HP Provider Field 

Representatives 

Varies by County Varies by County Provider training, conference 

calls, association meetings, 

provider visits, and any 

escalated issue. (Providers 

only) 
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Thank you for attending 
Kentucky Medicaid  

School Based Presentation!  
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